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Area Mail Processing (AMP) Guidelines
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Transmittal Letter

A. Material Transmitted. Handbook PO-408 was completely revised to better define mail
processing strategies involving Area Mail Processing (AMP). The handbook is being
reissued under a new name, Area Mail Processing (AMP) Guidelines.

B. Explanation. The purpose of Handbook PO-408, Area Mail Processing (AMP) Guidelines,
is to ensure that when mail processing for two or more buildings is consolidated, the Area
Mail Processing plan supports the strategic objectives of the Postal Service, makes
optimum use of available resources, and establishes management’s accountability for the
AMP decision.

C. Distribution

1. Initial Distribution. These guidelines are being distributed to Headquarters; Vice
Presidents, Area Operations; Managers, Distribution Networks; Plant Managers, Pro-
cessing and Distribution Centers; and District Managers.

2. Additional Copies. Additional copies may be obtained from the appropriate material
distribution center by submitting Form 7380, MDC Supply Requisition.

D. Effective Date. These guidelines are effective upon receipt.

E. Comments and Questions. Address any comments or questions regarding the contents
of this directive to:

MANAGER

SERVICE MANAGEMENT POLICIES AND PROGRAMS
US POSTAL SERVICE

475 L ENFANT PLAZA RM 7143

WASHINGTON DC 20260-1603

s @m\\(w\

( James Walton Allen Kane
Vice President Vice President
Workforce Planning & Service Management Operations Support
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1 Introduction

WHAT Is AMP~?

Area Mail Processing (AMP) is the consolidation of alf originating and/or
destinating distribution operations from one or more post offices into another
automated and/or mechanized facility for the purpose of-improving
operational efficiency and/or service.

How Does AMP FuUNCTION?

AMP transters responsibility and accountability for distributing mail from a
nonautomated or nonmechanized office to an automated andfor mechanized
office. By transporting mail to another office, the Posta! Service makes better
use of space, staffing, and transportation, and more efficiently processes
mail, which ensures better service.

= AMP masses smaller volumes together at one office to better use resources and
to improve dispatching.

»  AMP takes advantage of automated/mechanized capabilities (originating and
destinating) currently not available at nonautomated offices.

How Do You Know IF AMP |s EFFECTIVE?

All AMP plans must be reviewed twice during the first year after
implementation to assess whether planned savings, workhours, and levels of
service are being attained. This follow-up process is the Post-Implementation
Review (PIR).

CaN AMP Be ReverseD?

Handbook P0-408, April 1995

Chapter 6 contains instructions on how to reverse a decision to implement
AMP.
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ProPERTIES UNIQUE TO AMP

Local Cancelation

The Postal Service acknowledges a local postmark’s (cancelation)
significance to our customers. The local post office must provide a local
postmark for stamped mail deposited in a locally designated lobby drop or
mailbox.

and

If operationally feasible, the local post office will also provide a local postmark
on outgoing (nonlocal) mail upon request by the customer,

Boundaries and Responsibilities

State, district, and area boundaries may be disregarded when it is
advantageous in the development of a sound AMP plan. However, any
proposed plan involving post offices located in adjacent areas or districts
must be coordinated with the appropriate vice president, Area Operations.

= Coordinate inter-area AMP pians through the vice president, Area Operations.

» Inter-area transportation changes must be reviewed and appraved by
Headquarters Operations Support.

Handbook PO-408, April 1995



2 AMP Study

PRIMARY CONSIDERATIONS

Before beginning an AMP study, the initiating office must fully consider the
following:

The service impact that AMP will have on the community, as measured by
service indicators such as (but not limited to) Customer Service Index (Cs)),
External First Class (EXFC), and Origin Destination Information System (ODIS).

Current and proposed service commitments. Will there be any degradation to
service commitments? Upgrades?

Other impacts on the community.
Impact on employees.
Transportation and network concemns.

Changes to the operating plan at the area mail processing center (AMPC) and at
the affected office.

Future automation deployment.
New and existing facilities.

Changes in the transportation requirements of any existing Highway Contract
Route (HCR). If so, is the implementation planned to coincide with the contract’s
effective date in order to avoid unnecessary indemnity costs?

Impacts on costs and productivity.

WHAT Is AN AMP StuDY?

An AMP study analyzes the feasibility of relocating processing and
distribution operations from one location to another.

The study includes the research, interviews, and data collection necessary
for entering information on AMP proposal wotksheets. The study examines
impacts on community, business, and employees.

An AMP study may be initiated whenever it is deemed necessary by a district
office or a processing and distribution center.

AREA LIAISON

The area office will appoint a person to act as liaison with the district/plant.
This person is responsible for providing assistance and guidance during the

Handbook PO-408, April 1995
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development of an AMP study. Additionally, the area liaison will review the
data collection and monitor the progress in order to ensure that the AMP
information is correct in the initial package submission.

WHEN Is AN AMP STuby NECESSARY?

An AMP study is required when you are considering consolidating a//
originating and/or destinating distribution operations from one or more post
offices into another automated and/or mechanized facility for the purpose of
improving operational efficiency and/or service.

Conduct an AMP study when a new facility is being considered for the
consolidation of two or more offices.

WHEN Is AN AMP STubYy UNNECESSARY?

Not all transfers of mail require an AMP study. The following transfers do not
require one:

m  The consolidation of automation candidate mail alone.
= Automating barcoded flats at a different office.

= The consolidation of all processing on weekends. (However, area Operations
Support must be notified prior to weekend consolidations.)

WHo SHouLp INITIATE AN AMP STUuDY?

The AMP proposal process may be initiated by either the district manager,
Customer Sales and Service and/or the plant manager, Processing and
Distribution Center.

After a preliminary determination is made that service and efficiency will be
effectively improved by consolidating the mail processing of two or more
offices, send a letter to the area office stating your intent to conduct an AMP
study. The area office must inform the vice president, Operations Supponr,
Headquarters, that an AMP study is being conducted.

= The initiating office has up to six months to complete the study after notifying the
area office.

= | for any reason an AMP study is canceled by the initiating office prior to the six
months, the initiating office must inform the area office the reason for
discontinuing the study. The area office must inform Headquarters of the
cancelation.

Handbook PO-408, April 1995



3 AMP Proposal

WHAT Is AN AMP PRopPOSAL?

An AMP proposal is the process of submitting the complieted required
worksheets (Appendix A) through the appropriate approving officials for final
Headquarters consideration.

COMPLETING THE EXECUTIVE SUMMARY

Handbook PO-408, April 1995

Along with the required worksheets, a brief (narrative format) executive
summary must also be included. The purpose of the narrative is to present
why this proposal should be adopted. The narrative should include, but is not
limited to, the following:

Which offices will consolidate mail (from/to).

Volume of mail to be shifted.

The reason(s) for consolidating the mail into another office.
Impacts on service commitments, employees, and transportation.
Impacts on cost/productivity.

Changes that affect the operating plan{s) at either the consolidated office or the
Area Mail Processing Center (AMPC).

A list of all existing mail processing equipment for each office involved.
tmpacts, if any, on mail transport equipment.

Anticipated implementation date.

Probable effects on the community, management, and employees.

Impacts on service as reflected in our service measurement systems.

Geographic Descriptions

In addition to the required worksheets and the narrative, include a map of the
area highlighting landmarks pertinent to an AMP proposal and the
boundaries of all three-digit ZIP Code areas affected.
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COMPLETING THE REQUIRED WORKSHEETS

Chapter 7 contains the necessary worksheets to guide you through the AMP
proposal process.

= Worksheets represent a rofl-up of only the most pertinent data.

= All data collection must be consistent and must utilize recognized data sources,
such as Management Operating Data System (MODS), ODIS, and locally
developed statistics.

= Supporting documentation should include, at a minimum, the methodology used
to determine:

Mai! arrival profile.
= Operation window availability.
Flows used to determine total piece handling volume and total piece
handling workhours.
Service impacts.
Employee impacts.
Transportation impacts.

Keep all supporting documentation on file until the Post-Implementation
Review is complete.

THE SuBMITTAL PROCESS OF AN AMP PROPOSAL

Local Level

Complete the sequence of signatures in consecutive order to ensure that all
levels of management are aware of the contents of the AMP proposal.

The initiating Processing and Distribution Center completes the AMP
proposal package and returns it to the postmaster at the consolidated office
for signature and concurrence.

Forward the AMP proposal package to the plant manager, Processing and
Distribution Center for final evaluation of the operational feasibility. The
district manager must evaluate the package on the merit of customer service
and satisfaction, and forward the package to the vice president, Area
Operations.

Area Level

The vice president, Area Operations reviews all aspects of the proposal,
ensuring that:

s Alltransportation routings are correct and each class of mail is considered.
= Workhours, costs, and budget adjustments are addressed.

= Customer satistaction, community impacts, and aperationai feasibiiity are fuliy
explored and documented.

= All respective local government officials and all contact with congressional
representatives is documented.

= Al human resource and employee contingencies are correctly administered.

Handbook PO-408, April 1995
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The area office will complete the evaluation within 30 days and either
disapprove and return the package to origin or approve and forward it to
Headquarters.

No commitments will be made until Headquarters has given its written
approval to proceed with implementation.

Headquarters

Send the completed package to the vice president, Operations Support,
Headquarters, for final review.

Headqguarters, Operations Support will coordinate the final arrangements with
Legislative Aftairs, Consumer Affairs, inspection Service, Transportation, and
Operations Support. Headquarters will also make final arrangements for any
changes to service commitments.

Review and approval at the Headquarters level will not exceed 30 days.



4 Implementation

NOTIFICATION

As soon as practicable following the approval of an AMP proposal, a date will
be set announcing the AMP plan’s effective date to postmasters of affected
offices. The postmasters must provide briefings for local union
representatives prior to the implementation.

The official implementation date will correspond with the first day of the
quarter.

AREA AND LocAL COORDINATION
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There must be close coordination between area and local Human Resources
throughout implementation to ensure that reassignment and/or excessing of
bargaining and nonbargaining unit employees is accomplished in accordance
with applicabie provisions of the Employee and Labor Relations Manual
(ELM) and National Agreement (Handbook EL-901, Agreement Between
USPS and American Postal Workers Union and National Association of
Letter Carriers, AFL-CIO (1991-1993)). Take care to ensure adherence to
the various advance notice periods. Compliance with the National Agreement
(Handbook EL-901) requires notification of bargaining unit employees who
wili be involuntarily detailed or reassigned between instaliations.



5 Post-Implementation Review (PIR)

WHAT Is A PosT-IMPLEMENTATION REVIEW?

A Post-Implementation Review ensures management’s accountability for
implementing an AMP plan. A PIR facilitates:

= Proposed versus actual expectations.
= Accountability for decision making.

» The meeting of corporate/local goals and objectives.

WHo ConpucTs A POST-IMPLEMENTATION REVIEW?

The area where the AMPC is physically located is responsible for ensuring
that a Post-Implementation Review is accurately completed within the given
time frames. A Post-implementation Review will not be considered complete
until it has been reviewed by the vice president, Area Operations.

WHEN Do You ConbucT A PosT-IMPLEMENTATION REVIEW?

Post-Implementation Reviews must be completed within 30 days after the
second full quarter following implementation and after the first full year
following impiementation. Local management and the area have 30 days 1o
complete, review, and submit a Post-lmplementation Review package.

WHY ConpucT Two PosT-IMPLEMENTATION REVIEWS?

The purpose of conducting two Post-implementation Reviews is {o ensure
that the projected savings, improved operational efficiency, and management
accountability for making decisions regarding AMPs have been
accomplished. The first review determines whether the implementation of an

Handbook PO-408, April 1995 1
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12

AMP plan is accomplishing necessary training, relocations, transportation
and operational changes, and workhour adjustments. If these things are not
being accomplished, the review will alert the responsible parties of the
necessity to change or correct any deficiencies.

The second PIR determines the viability of the consolidation and allows
management the opportunity for decision analysis concerning the AMP pian.

How 10 CoMPLETE A POST-IMPLEMENTATION REVIEW

For each Post-Implementation Review, complete a new set of AMP
worksheets (found in Appendix A of this handbook). However, it is not
necessary to fill in Worksheet 3 and Worksheet 8 since this information
should not have changed.

As with the original submission package, include a narrative executive
summary. The narrative must address all issues applicable to the period
immediately following an AMP pian’s implementation. Document any
deviations or modifications from the original AMP proposal in the narrative.

For comparison purposes, complete the worksheets using the same
methodology empioyed with the original submission package.

Obtain the necessary signatures on Worksheet 1, Approving Signatures, to
ensure that all levels of management are aware of the success or deficiency
resulting from AMP.

While Post-Implementation Review worksheets are the same worksheets as
those used for developing the original proposal, there are variations.

= On PIR worksheets, write “POST-IMPLEMENTATION REVIEW" at the top of
each page.

= In each instance where the column header says Current, draw a line through it
and write in “Proposed.” Where the column header says Proposed, draw a line
through it and write “Current.”

Example
Proposed Proposed Current Current
Current— Gurrept- -Rropesed- —Proposed
TPH Annual Annual Operation Transferred
Workhours Cost Numbers TPH Volumes

= Obtain the information listed in the Proposed column in the original submission
package and enter it in the column now marked Proposed. You will now use the
column you marked Current to enter the information that you collected for the
period following the implementation.

Semi-annual Post-Implementation Review

For the semi-annual Post-implementation Review, use information from the
second full postal quarter after implementation and information provided in

Handbook PO-408, April 1995
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the original submission package for the same postal quarter from the
previous year.

Annual Post-Implementation Review

For the annual Post-tmplementation Review, use information from the first
four full postal quarters following implementation and the information
provided in the original package.

Submission of a Post-Implementation Review

After a PIR is complete and the vice president, Area Operations has
reviewed the package, it will be forwarded to the vice president, Operations
Support, Headquarters. Headquarters will notify the area within 30 days after
receiving the package of the final disposition of the PIR.

13



6 Reversal of Area Mail Processing

How to Reverse AMP

In spite of careful planning and stringent review processes, there may be
circumstances when it is necessary to reverse a current implementation of an
AMP plan. Examples of this include;

s Inability to maintain service commitments.
= Advances in automation technology.

When it is deemed absolutely necessary to reverse an implementation of an
AMP plan, complete a narrative statement with detailed information from the
initiating district/plant. Forward the narrative through the area office for
concurrence and then to the vice president, Operations Support,
Headquarters.

The narrative must address the following:
= Service impact.

= Community impact.

= Employee impact.

s Replacing budget hours and volume back into an office formerly consolidated into
an AMPC.

»  Changes in automation utilization and impacts on the automation mailstream.
= Staffing requirements.

= Replacement of equipment.

= Impact of replacing transportation.

The request must also include a detailed action plan for accomplishing the
reversal. It should include a timetable of intended actions.

Handbook PO-408, April 1995 15



7 Instructions and Examples of
Completed Worksheets

Chapter seven contains instructions on how to complete the AMP worksheets, completed exam-

ples of each worksheet, and a timeline of the AMP process. Blank worksheets can be found in
Appendix A, following this chapter, and on the enclosed diskette.

Handbook PO-408, April 1995
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Worksheet 1, APPROVING SIGNATURES

Overview of the worksheet

Complete the approval worksheet in successive order. If an AMP proposal is not approved by any
of the successive individuals, the reason must be noted at the bottom of the sheet and the pack-
age returned to the initiator.

Completing the worksheet

The postmaster’s signature is required for each office being consolidated. If more than one office
is involved, the postmaster from each office must sign the approval sheet.

Exception: If mail for an entire three-digit ZIP Code area is being consolidated, only the post-
master/manager(s) respansible for processing must sign.

The signature of the plant manager, Processing and Distribution Center and/or facility that is re-
ceiving the consolidated mail is required. If a plant is being consolidated, the signature of its plant

manager is required.

The signature of the district manager in which an AMP is proposed is required. If an AMP crosses
district lines, the district manager(s) in the consolidated district(s) is also required to sign.

If the plant being consolidated or receiving the consolidated mail reports to another manager, the
signature of that manager is required.

Note: The above signatures indicate concurrence as well as an understanding of the volumes,
workhours, and budget dollars to be moved from one facility or district to another as a resuli of
AMP.

The signature of the vice president, Area Operations of the area in which an implementation of an
AMP plan occurs is required. If an AMP plan involves more than one area, then the area vice
presidents of the areas involved must also sign.

The signature of the vice president, Operation Support is required. If an AMP proposal is not ap-
proved, comments are required below.

Handbook PO-408, April 1995
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Area Mail Processing

Approving Signatures

AMP Origination
Postmaster(s)yManager
(L 1 poxsible for p sing offices from which
mail e consolidated) Date: Zh\ l?"[
Plant Manager, P&D Center _
(Plant that wiil receive the makl) \ Date: Q\ZZLQ"I

District Manager, Customer Services

rcntem s rot ot Mot R Faires _ome:_2\ 11\ 9d

Manager

(Munager resporsible for the office that will receive the mall) M_Mm_om: 3 1) 4 ‘ 94

Areq Office

Vice President, Area Operations &mﬂ&“‘(‘g@l__ome: -;/ 7 }91/

Headquarlers
Vice President, Operations Support %mmé_wm pate:_ 5 [9 /9';/
vy

implementation Date: =lz8 \ 94

Reason for disapproval:

(Signature) (Title) {Date)

AMP Warksheet 1

Area Mail Processing Worksheet
Worksheet 1

Handbook PO-408, April 1995 19
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Worksheet 2, Executive SUMMARY

Overview of the worksheet

Data from the supporting worksheets will be brought forward and used to complete the appropri-
ate line items.

Completing the worksheet
Enter the name and ZIP Code of the area mail processing center (AMPC) facility.

Enter the name and five-digit ZIP Code for each processing office being consolidated into the
AMPC. Indicate the type of distribution—originating, destinating, or both. Enter the mileage from
the consolidated office to the AMPC facility.

Summary of Worksheets
» Note: Savings will be expressed as positive (+) and cost as negative (-).
Annual Workhour Savings/Cost—Bring forward the total from the bottom of Worksheet 4a.
EAS Workhour Savings/Cost—Bring forward total savings/cost from Worksheet 6.
Transportation Savings/Cost—Bring forward the total from the bottom of Worksheet 9.
Annual Associated Cost—Bring forward the total from the bottom of Worksheet 10.

One-Time Associated Cost—Bring forward the total one-time associated costs from Worksheet
10.

One-Time Indemnity Cost—Bring forward the total one-time indemnity costs from the bottom of
Worksheet 9. (This number will always be expressed as a negative number)

Total $ Savings/Cost—Add the six previous rows.

(Personnel)
Craft Personnel Gain/Loss—Bring forward the total from the bottom of Worksheet 5.

EAS Personnel Gain/Loss—Bring forward the total from the bottom of Worksheet 6.

(Service)
First-Class Mail ADV Service Commitment Overnight—Bring forward the
overnight total from the bottom of Worksheet 7.
Total Number of Pieces to Be Transferred—List the total number of pieces

(ADV) to be transferred to the AMPC.

20 randbook PO-408, April 1995
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Worksheet 2

Area Mail Processing Center/Facility and ZIP Code:
Officels} Consolidated 2IP Code

Smalltown, USA 00000

Executive Summary

Bigtown, USA 00000 - 0000

Type Distribution
{Originating or Destinating] Facility

Miles to AMPC

Orig. / Dest. 60

Savings/Cost

Annual Workhour Savings/Cost
EAS Workhour Savings/Cost
Transportation Savings/Cost

Annual Associated Cost

One-Time Associated Cost
One-Time Indemnity Cost

Total $ Savings/Cost

Personne!

Craft Personnel Gain/Loss
EAS Personnel Gain/Loss

Service

FCM ADV Service Commitment O/N ( +/-)

Total Number of Pieces to be Transferred (ADV)

AMP Worksheet 2

Summary of Worksheets

$312,767.00
$93,438.00

__isb6.78.00]

($2,316.00)

0
{$11,010.00)

$336,001.00

-9
-2

+ 4860

31,500

Executive Summary Worksheet
Worksheet 2

Handbook P0O-408, April 1995
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Worksheet 3, CommunicATION DOCUMENTATION

Overview of the worksheet

A vital aspect of implementing AMP is timely, clear communication with all those involved. An
AMP proposal begins with open communication to all employees and employee organizations. To
the extent possible, employ a team approach with all craft and management organizations.

Completing the worksheet

Local Employee Organizations: Name, title, and the date local officials of unions and manage-
ment associations were notified of the AMP study.

Employees: Notification method(s) to local employees of the AMP study and the notification
date(s).

Appropriate Level of Government: Name, title, location, and the date(s) government officials
notified of the AMP study. Please specify the level of government, either local or congressional.

Media: Name of individual contact person, name of radio or television station/company, and
date(s) various forms of media (except newspapers) were notified of the AMP study.

Local Newspaper(s): Name of individual contact person, name of newspaper(s), location, and
date(s) notified of the AMP study.

Community Organizations/Groups: Name of person, name of organization or group, and loca-
tion and date notified of the AMP study.

Major Mailers: Name of person, name of company, and the date contacted.

Note: Many of the above named individuals or organizations will have more than one date of con-
tact. Please indicate the first contact date and, in parentheses, the total number of contacts.
Backup documentation is not required as an attachment but must be kept on file with the AMP
study material.

If additional lines for contacts are necessary, please use additional sheets.

Handbook PO-408, April 1995
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Communication Documentation
Conscolidated Office
Facility: Smalltown, USA ZIP Code: 00000 - 0000
Notify the following:
Date:
B/ Local Employee Organizations
Fred Rogers APWU/Union Steward 17-Feb
TCaRtact Personl Tile
Michele Simon NAPS Local President 18-Feb
TCGntact Person) e
Witliam Johnson Mait Handlers Union Steward 17-Feb
TCaontact Person) ey
B/ Employees
Stand-up talk given on all three tours; a written explanation posted 18-Feb
W el ma O' ND(I 1Cation)
IE/ Appropriate Level ot Government
Representative Nixon State House of Representatives 15-Jan
TConiact Parson) TTRIeMLogstam
Senator B. J. Whipple State Senator for Smalltown 15-Jan
TCoriact PersonT TR acation]
“TContact Persony TTHleCocation?
E’ Media
Terry Barnes WKCB Radio 2-Apr
“TComact Person] Tame of CompanyT
TCoARTAeT PersonT TName of ComparyT
!E/ Local Newspaper(s)
Robert W. Peters Smalltown Gazette/Smalitown 2-Apr
TCantact Persony TNameocaton of Newspaper!
Tammy J. Stone Tri-County Star/Tibbitts 2-Apr
TContact Petsonl TRame/location of Newspapsr)
[E/ Community OrganizationslGroups
i Bishop Clarence Davis Board of Churches/Smalitown 4-Mar
! TContatt Parsont TRamellbcanon of Urgamzat@nt
Barry Thomas Local Kiwanis/Smalitown 10-Mar
TCoRTacT PersonT TRGMeTCocator oF OrgamzationT
Kim Stiffle Ladies Club/Smalltown 6-Mar
TCERTREY Persont TNampllocation of OrgamizationT
B/ Major Mailers
Carmine Rolando Bulky Mailers, Inc./Smalltown 15-Mar
TCEnTact Parson TRamelocation of DigamzationT
TConTact Parson] TName/locausn oT DG arEatonT
AMP Worksheet 3

Communication Documentation Consolidated Office Worksheet
Worksheet 3
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Worksheet 4, Annvuat WorkHOUR Savings/CosT

Overview of the worksheet

Waorksheets 4 and 4a compare the AMPC and consolidated office operations, volume, and work-
hours before and after the consolidation. Worksheet 4 represents the consolidated office and the
AMPC prior to consolidation. Worksheet 4a represents those offices after the AMP is implement-
ed. Complete a separate worksheet for each office being consolidated. If there is more than one
consolidated office, complete a summary (roll-up) worksheet showing total cost by operation.

Completing the worksheet

Consolidated Office Name: Enter the name of office being consolidated. Write “summary sheet”
in as the office name if this is the summary sheet.

(1) Current Operation Numbers: List ajl operation numbers with volume and/or workhours to be removed
from the consolidated office.

{2) Current Annuai FHP Volume: Record the annual first handling pieces (FHP) volume (in pieces) by
operation that will leave the consolidated office.

(3) Current TPH Annual Workhours: Record annual total pieces handled (TPH) workhours by operation
that will leave the consolidated office.

(4) Current Annual Cost: Record annual costs as determined by workhours and labor cost by operation
that will leave the consolidated office. Calculate workhour cost using actual office workhour cost by LDC
applied to the appropriate operation number.

(5) Current Operation Numbers: List afl operation numbers where volume and/or workhours will be re-
ceived from the consolidated office. Include downstream operations with subsequent handling volumes
and/or workhours.

(6) Current Annual TPH Volumes: Record annual TPH volumes by operation for the operations listed in
column 5.

(7) Current TPH Annual Workhours: Record annual TPH workhours by operation for the operations listed
in column 5.

(8) Current Annual Cost: Record annual costs as determined by workhours and labor cost by operation.
Calculate workhour cost using actual office workhour cost by LDC applied to the appropriate operation
number.
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Worksheet 4A, ANnuAL WorkHOUR SAVINGS/COST

Completing the worksheet

Consolidated Office Name: Enter the name of office being consolidated. Write “‘summary sheet”

" in as the office name if this is the summary sheet.

(9) Proposed Operation Numbers: List all operation numbers with volume and/or workhours that are
listed in column 1 and which are to remain at the consolidated office after AMP implementation.

(10) Proposed Annual FHP Volume: Record the annual FHP volume (in pieces) by operation for operations
listed in column 9. _

(11) Proposed TPH Annual Workhours: Record annual TPH workhours by operation for those operations
listed in column 9.

(12) Proposed Annual Cost: Record annual costs as determined by workhours and labor cost by operation
for those operations listed in column 9. Calculate workhour cost using actual.office workhour cost by
LDC applied to the appropriate operation number.

(13) Proposed Operation Numbers: List all operation numbers for operations listed in column 5.

(14) Proposed (Combined) TPH Volumes: Record annuaj TPH volumes by operation for operations listed
in column 13.

(15) Proposed TPH Annual Workhours: Record annual TPH workhours by operation for operations listed
in column 13.

(16) Proposed Annual Cost: Record annual costs as determined by workhoursand labor cost by operation.
Caiculate workhour cost using actual office workhour cost by LDC applied to the appropriate operation
number.

For Worksheets 4 and 4a, enter column totals at the bottom of the columns. Add A plus B on
Worksheet 4 and enter the results at bottom of Worksheets 4 and 4a. Add C plus D and enter the
results at the bottom of Worksheet 4a. Subtract the proposed annual cost from the current annuat
cost and enter the results in the proposed annual savings line. This number will be carried for-
ward to Worksheet 2, Executive Summary.

Handbook PO-408, April 1995
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Worksheet 5 Area Mail Processing (AMP) Guidelines

Worksheet 5, ImrpacT on CrarT PERSONNEL

Overview of the worksheet

List all impacts on craft personnel associated with mail processing, both current and proposed. if
there is no change at the AMPC, then it is not necessary to complete the AMPC Office Staffing
portion. Total the number of current and proposed personnel and calculate the difference. Show
the impact tor the consolidated office even if there is no change.

Completing the worksheet

Enter the name and ZIP Code of the consolidated office. |f more than one office is being consoli-
dated, complete a separate sheet for each office and prepare a summary worksheet which totals
each category and calcuiates the personnel impact in the AMPC section.

For each category of craft employee, list the current and proposed complement. Calculate the
total for each column and calculate the total current and the total proposed in items G and H. Cal-
culate the difference in item X and indicate a plus or minus. Even if there is no change in the
numbers at the consolidated office, please complete the fist.

Enter the name and ZIP Code of the AMPC facility. Perform the same calculations for the AMPC
facility as described above. For any category that has no change in personnel, the current and
propesed numbers are not required.

Calculate the total craft personnel! impact (X + Y) at the bottom of the worksheet. Carry this num-
ber forward to Worksheet 2, Executive Summary.

» Special note: include function 4 {e.g., LDC 43) affected by the AMP on the worksheet.
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Area Mail Processing (AMP) Guidelines

Worksheet 5
T T
Impact On Craft Personnel '
Cansolidated Office Staffing
Consolidated Office Name/zZIP Code: Smalitown, USA 00000 - 0000

L Cinft | Noncaroer I PTFs | Caraor ]
L Cument I Proposed 1 Current T Proposed 1 Current ! Proposed |
Clork [ 18] 5| 7] 5 44 24]
Mad Processor [ l I l I ] —l
Mt Handie L l [ 1 [ [ ]
£ L l [ Il | | R
wee [ | I 1 | | ]
e | N | | ]
Other L | } l l I |
Total [ 18] o] 7] 5] 4a] 24|

1Al (B} ) [} (E} [}

Total Current (A) +(C) + (E): 69 Total Proposed (B)+ {D) + (F): 35

(6} H

Ditference {+ /-) at Consolidated Office {H-G): -34
X}
AMPC Office Staffing
AMPC Facility Name/Z\P Code: Bigtown, USA 00000 - 0000

I Cratt 1 Noncarser I PiFs 1 Carcer 1
[ TCumem I Proposed | Curmern T Fropased | Current [ "Fr ]
Clark [ 123] 126] 110 112] 706] 726
Mail Procassor [ ol o| 38 3] 125 125
Mall Handler 43 43 [ ol 257 257‘
v 0 0 0 o] 19 1;]
MPE L of o] ol o] 3s] 38)
Custodial [ 6 6 9 sf as] as)
Other [ 0 of 0 of o 9
Toal | 172] 175] 157 159 1130] 1210

) 3 ) ™) (N} ©)

Total Current [J) +{L) + [N): 1519 Total Proposed (K} + (M} + (O): 1544
P} (@
Difference (+/-) at AMPC Facility (Q-P): 25
™
Total Personnel Impact (X + Y}): -9
AMP Worksheet 5§

Impact On Craft Personnel Worksheet
Worksheet 5
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Consolidated Office Name/ZIP Code:

Automation Maintenance
Mechanization Maintenance
Other Equipment Maintenance

Annual Associated Costs

Consolidated Otfice AMPC Facliity
Currert Proposed Diffarence Current Proposed
Cost (After AMP) (s Cost (Afer AMP)

Automation Maintenance

Difference
(+)

Mechanization Maintenance

Other Equipment Maintenance

Building Maintenance

Building Maintenance

Annual Maintenance Training Costs

Annual Maintenance Training Costs

Annual Scheme/Machine Training Costs

Annual Scheme/Machine Training Costs

Annual Electrical Expense
Annual HVAC Fuel Expense

Annual Electrical Expense

Annual HVAC Fuel Expense

Changes in Other Annual Support Costs
Total Difference (+/-)

Changes in Other Annuat Support Costs

Total Difference (+/-)

(A}

Total Difference (+/-)

Consolidated Office:

(Y]

AMPC Facllity:
8)

Total AMP Ditference (+/-)
©)

Please Expfain Other

One-Time Associated Costs

Employse Realocation
Equipment Relocation
Other*

Total

AMP Worksheet 10



Worksheet 6 Area Mail Processing (AMP) Guidelines
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Worksheet 6, IvrpacT on EAS PERSONNEL

Overview of the worksheet

List the total number of EAS employee positions and workhours, both current and proposed, for
both the consolidated office and the AMPC. List the total annual costs associated, both current
and proposed, for both and calculate the total dollar savings.

Completing the worksheet

Enter the name and ZIP Code of the consolidated office. If more than one office is being consoli-
dated, complete a separate worksheet for each office and prepare a summary worksheet which
totals each category and calculates EAS personnel impact in the AMPC section.

Enter the number of EAS positions and associated annual workhours affected at the consolidated
office as a result of the study. Even if there is no change in the numbers at the consolidated of-
fice, please complete the list. In these cases, indicate “No Change.” Calculate the annual, current,
and proposed cost for each line that impacts EAS staffing. Total columns A B CDE andF
Calcuiate the impact by subtracting B minus A for the number of positions, subtracting D minus C
for the workhours, and subtracting E minus F for the savings/cost.

Enter the name and ZIP Code of the AMPC facility.

Enter the number of EAS positions and associated annual workhours affected at the AMPC facil-
ityas a result of the study. If there is no change in personnel workhours, the current and proposed
numbers are not required. Calculate the annual current and proposed cost for each line that has
an impact on EAS staffing. Total columns G, H, I, J, K, and L. Calculate the impact by subtracting
H minus G for the number of positions, subtract J minus | for the workhours, and subtract K minus
L for the savings/cost.

Calculate the total affected EAS employees by adding M and P. Calculate the total annual work-
hours by adding N to Q and calculate the annual savings/cost by adding O and R. Carry this num-
ber forward to Worksheet 2, Executive Summary.

Handbook PO-408, April 1995



Area Mail Processing (AMP) Guidelines

Impact on EAS Personnel

Worksheet 6

Consolidated Office Name/ZIP Code: Smalltown, USA 00000 - 0000

EAS Staffing Pasitions Annual Workhours Annual Cost
Position/Leve! Current Propased Current Proposed Current Proposed
Supervisor, Custamer Services 4 2 6960 3480 $186,876.00 | $93,438.00
[Total [ 4 | 2 | 6960 | 3480 [siscereco | ss3.43800 |
1A) {8 [(s1) ) 3] (3]
Pasition GainfLoss (B-A) : -2 Workhour Gain/Loss {D-C): 3480
™

™)

Annual Savings/Cost (E-F): $93,438.00

{0}

AMPC Facility Name/ZIP Code: Bigtown, USA 00000 - 0000

EAS Siaffing Positions Annual Workhours Annuai Cost
Position/Level Current Proposed Current Proposed Current Proposed
Supervisor, Distribution Operations 64 64 N/A N/A N/A N/A
[Total » [ sa 64 Na | wa | wa | wa ]
[<]) tHE [0) X} (3] [%]
Position Gain/Loss (H-G): 0 Workhour Gain/Loss (J-1): N/A
P} [(+1]
Annual Savings/Cost (K-1): N/A
G
Total EAS Personnel Gein/Loss -2
Py
Total Annual Workhours Gain/Loss 3480
N+Q
Total Savings/Cost $93,438.00
O +R
AMP Worksheet 6

Impact on EAS Personnel Worksheet
Worksheet 6

Handbook PQ-408, April 1995
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Worksheet 7 Area Mail Processing (AMP) Guidelines
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Worksheet 7, FCM SErviceE CommimmenTs

Overview of the worksheet

In certain consolidations, it may not be feasible to protect all of the overnight service commit-
ments for the consolidated office. The general ruie is that consolidating two or more offices should
not result in any degradation of service; however, there will be instances where it is not economi-
cally wise to maintain commitments involving a small amount of mail. In order for any trade-off
between service commitments to be approved, it must be clearly established that the overal/ ser-
vice/cost relationship for the combined service area improves.

Completing the worksheet

AMPC Facility/ZIP Code: Enter name and ZIP Code of the facility in which mail will be pro-
cessed (AMPC).

Consolidated Office/ZIP Code: Enter the name and ZIP Code of the office being consolidated.

Origin Three-digit ZIP Code or ADC (1): For every origin/destination service commitment pair
that will change as a result of the AMP, record the originating three-digit ZIP Code.

Destination Three-digit ZIP Code or ADC (2): For every origin/destination service commitment
pair that will change as a resuit of the AMP, record the destinating three-digit ZIP Code.

Note: If an entire area distribution center (ADC) changes service commitments, list only the ADC
with the average daily volume (ADV) as opposed to each three-digit ZIP Code area within that
ADC. Indicate the entry for an ADC by writing “ADC” immediately under the three-digit ZIP Code.

Average Daily Volume Before/After AMP (3-6): In each of the next four columns (3.4, 5, and 6),
record the average daily volume (in pieces) using the Origin Destination Information System
(ODIS) data for the most recent 13 accounting periods. If there are no service commitment
changes as a result of the AMP, include the form in the AMP package stating “No Service Com-
mitment Changes.”

Total each entry at the bottom of each column. Calculate the number of pieces changing service
commitments for the overnight category by subtracting B minus A. Calculate the number of pieces
changing service commitments for the two-day category by subtracting D minus C. Carry this
number forward to Worksheet 2, Executive Summary.

Handbook PO-408, April 1995



Area Mail Processing (AMP) Guidelines

Worksheet 7

FCM Service Commitments
Overnight and Two-Day Service Areas

AMPC Facility/ZIP Code: Bigtown, USA 00000 - 0000

Consolidated Office/ZIP Code: Smalitown, USA 00000 - 0000

2-D Change (+/-) D.c:l —4850’

AMP Worksheet

7

Origin Dest. Overnight Two-Day
3-Digit 3-Digit Average Daily Average Daily Average Daily Average Daily
ZIP Code ZIP Code Volume (Pcs.) Valume (Pcs.) Volume (Pcs.) Volume {Pcs.)
or ADC or ADC Before AMP After AMP Before AMP Aftar AMP
1 12} 13 14} 15) (6
430 261 0 4239 4239 0
457 448 0 &) 0 0
457 449 ) 145 145 O
457 452 0 358 356 0
457 454 0 180 180 off
457 455 0 of 0 0
457 459 60 of 0 60
TOTAL* 860 4920, 4920 60
(A) B} {C) (D}
O/N Change (+1B-A: [ +4860]

—

FCM Service Commitments Overnight and Two-Day Service Areas Worksheet

Worksheet 7

Handbook PO-408, April 1995
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Worksheet 8 Area Mail Processing (AMP) Guidelines

Worksheet 8, Service CommitmENT, OTHER CLASSES

Overview of the worksheet

This form provides a detailed narrative for any negative service commitment impact to all classes
of mail other than First-Class Mail. include in the narrative data for volume and areas affected as
well as custormner comments on each.

Completing the worksheet

Indicate with a check mark in either the yes or no column whether there will be any negative ser-
vice commitment impacts to classes of mail other than First-Class Mail (FCM).

For any “yes” response, fully explain the reason for the negative impact. This should include, at a
minimum, the rationale for the impact, the average daily volume, and the ZIP Code areas af-
fected. Additional sheets may be attached as necessary.

If the negative impact affects Express Mail, Priority Mail, or second-class mail, list customer com-
ments with regard to this change. Attach additional documentation as appropriate.

Carry this information forward to Worksheet 2, Executive Summary.
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Area Mail Processing (AMP) Guidelines Worksheet 8

Service Commitment
Other Classes

Negative impacts: {(YES)* {NO)
{Pleass chechk)

Express Mail
Priority Mail
Secong-class Mail

Third-class Mail

00000
{

Fourth-class Mait

* Explain in detail, any "YES' response:

Customner comments {Express, Priority, and 2C onlyi:

AMP Worksheet 8

Service Commitment Worksheet
Worksheet 8
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Worksheet 9 Area Mail Processing (AMP) Guidelines

Worksheet 9, TrRANSPORTATION Savinegs/CosT

Overview of the worksheet

When constructing an effective AMP proposal, carefully plan transportation. If transportation is to
be effective and efficient, the total savings and costs must be calculated for both the consolidated
office and the AMPC facility.

In order to effectively summarize transportation requirements on the worksheet, use the following
to establish supporting documentation:

= Ashort summary of total transportation savings/costs to be incurred upon implementation.

»  Abrief description of current characteristics of each route to be changed (including the area served,
load and volume data, types of equipment used, and mileage).

»  Adescription of each affected route after proposed changes are made, as described apove.

= Copies of current and proposed transportation plates showing the schedule of service for each affected
route.

= Astatement of compliance with Headquarters requirements for changes in air taxi routes when
applicable.

Completing the worksheet
(1) List Route Numbers: List all current affected and proposed routes for the consolidated office.

(2) Current Annual Cost: Enter the current annual cost for the affected routes for the consoli-
dated office.

(3) Proposed Annual Cost: Enter the proposed annual cost for the proposed changes and new
routes for the consolidated office.

(4) One-Time Indemnity: List the indemnity cost for the consolidated office’s affected routes.
(5) List Route Numbers: List all current affected and proposed routes for the AMPC facility.

(6) Current Annual Cost: Enter the current annual cost for the affected routes for the AMPC
facility.

(7) Proposed Annual Cost: Enter the proposed annual cost for the proposed changes and new
routes for the AMPC facility.

(8) One-Time Indemnity: List the indemnity cost for any affected routes for the AMPC facility.

p Caution: Do not duplicate costs for the same route. Costs must be entered either for the consoli-
dated office or the AMPC facility, not both.

Subtract the proposed annual cost from current annual cost for the consolidated office: A minus B
equals G. Subtract proposed annual cost from current annual cost for the AMPC facility: D minus
E equals H. Total one time indemnity cost: C plus F. Total Annual Transportation Savings/Cost: G
plus H. Bring totals forward to Worksheet 2, Executive Summary.
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Worksheet 9
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Worksheet 10 Area Mail Processing (AMP) Guidelines

Worksheet 10, ANNUAL ASSOCIATED AND ONE-TimE CosTts

Overview of the worksheet

This worksheet evaluates the AMP plan’s total annual associated cost not listed on any other
worksheet. This form is primarily used in conjunction with new facilities, but may also be used to
justify other costs when appropriate. This worksheet, however, must be completed for all AMPs.
Leave areas not applicable to your AMP biank. Keep all supporting documentation on file.

Examples of associated costs include:
®=  Training.

w»  Energy.

= Space related costs.

= Maintenance.

Completing the worksheet

Print the name and ZIP Code of the office being consolidated. If there is more than one office, a
summary worksheet must be prepared totaling each category and calculating the impact on the
AMPC section of the worksheet.

Print the name and ZIP Code of the facility receiving the consolidated volume (AMPC).

List all annual associated costs before and after the AMP for each office being consolidated and
for the AMPC facility. If a line item is not applicable, indicate that with an “N/A.” Calculate the dif-
ference (+/-) and compute the total of the difference column. These numbers will be calculated at
the bottom of the worksheet under Total AMP Difference. Carry this number forward to Worksheet
2, Executive Summary.

List ali one time costs for each office being consolidated, and for the AMPC facility. If a line item is
not applicable indicate that with an “N/A.” Calculate the difference (+/-) and compute the total of
the difference column. These numbers will be calculated at the bottom of the worksheet under
Total. Carry this number forward to the Worksheet 2, Executive Summary.

One-Time Associated Costs: List all employee and equipment relocation costs separately. List
and document all other one-time costs.
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Area Mail Processing (AMP) Guidelines

Exhibit 1
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Area Mail Processing

Approving Signatures

AMP Origination

Postmaster(s)/Manager
{Manager responsibie for processing offices from which
maif is consolidated) Date:
Plant Manager, P&D Center
(Piant that will receive the mail) Date:
District Manager, Customer Services
(District from which mail is consolidated) Date:
Manager
{Manager responsible for the office that will receive the malil) Date:
Area Office
Vice President, Area Operations Date:
Headquarters
Vice President, Operations Support Date:
Implementation Date:
Reason for disapproval:
signature) ‘ (Title) (Date)

AMP Worksheet 1



Executive Summary

Area Mail Processing Center/Facility and ZIP Code:

Office(s) Consolidated ZIP Code  Type Distribution
(Originating or Destinating)

Miles to AMPC
Facility

Summary of Worksheets

Savings/Cost

Annual Workhour Savings/Cost =
EAS Workhour Savings/Caost =
Transportation Savings/Cost =

Annual Associated Cost =

One-Time Associated Cost =
One-Time Indemnity Cost = ( )

Total $ Savings/Cost =

Personnel

Craft Personnel Gain/Loss =
EAS Personnel Gain/Loss =

Service

FCM ADV Service Commitment O/N (+/-) =

Total Number of Pieces to be Transferred (ADV) =

AMP Worksheet 2



Communication Documentation
Consolidated Office

Facility: ZIP Code:

Notify the following:
Date:
D Local Employee Organizations

{Contact Person) (Tite)
(Contact Person) (Title)
(Contact Person) (Title)

[:] Employees

(Method of Notification}

D Appropriate Level of Government

(Contact Person) (TitieNocation)

(Contact Person) (Title/Location)

(Contact Person) (Tiie/Location)
[] Media

{Contact Person) {Name of Company)

(Contact Person) (Name of Company)

[] Local Newspaper(s)

(Contact Person) {Name/Location of Newspaper}

(Contact Person) ' (Name/Location of Newspaper)

D Community Organizations/Groups

(Contact Person) {NameA.ocation of Organization)
{Contact Person) (Name/Location of Organization)
{Contact Person) (Name/Location of Organization)

[ ] Wajor Mailers

(Contact Person) (Name/L ocation of Organization)

{Contact Person) (Name/Location of Organization)

AMP Worksheet 3



b 193UsYIOM dNY

(8 + ¥) <<3509 Jenuuy Juaiing

siejoy sjejo)

(a) Juauny v) uaung
{000) {a00)

1so) m._:ozfog muE=_°> Hd 1 SiaquuUnN }s0) SINOYIOMM awnjop S1d3qUINN
_n::=< _w:——:( Il._. ﬁ::c( :O_uu._wuo _n..E:( _m=:=< Hdl dHd lenuuy :0:9_80

juaning juaimng juaung juasing uauny Juauny Juaund ua.und

(8) (2) (9) {s) {¥) (g) (2) (1)
Anoed odwy

a3l0 pejepiosuoy

1s09/sBulAes anoyyiop [enuuy

laWeN asyjO pajeplosuo?)



BP 18aysiiom diNY

(@ +2)-(g +v) << sBupres lenuuy pasodold

(@ + 2} <<is09 enuuy pasodosy

(8 + v} <<1809 [enuuy juaung

| siejo) sigjof
(a) pasodoid (9) pasodoig
{000) (000)
309 SINOYNIOM SAWNIOA Hd L sladaquiny 350D SINOYNIOM awinjop siaqunn
fenuuy [enuuy HdL (paujqiog) uofjesadg fenuuy fenuuy Hdl dH4d ienuuy uopesadg
pasodosg pasodoud pasodoiy pasodouyd pasodoud pasodoud pasodouy pasodoad
{s1) (s1) (142 {c}) (z1) (11) (01) {6)
Ayoed odwy

}soDsbuiaeg Jnoyyiop jenuuy

22140 pareplosuoc)

:9WeN aoiyo pajepljosuon)



Impact On Craft Personnel

Consolidated Office Staffing

Consolidated Office Name/ZIP Code:

[ crat Currentwonc{aree;roposed Current PTS Proposed Current Ca{ger Proposed
Clerk L l l Il l 1 l
Mail Processor L I l ’ I l j
Mail Handler [ l l l , T j
er l | | | | | J
MPE L ’ I _[ , l -]
Custodial [ l i ) ‘ j
Other [ ] l l [ ]
Total [ , I ! , l ‘,

») 8 ©) )] 3] "

Total Current (A)+(C)+(E):

(G)

Total Proposed (B)+(D)+(F):

Difference {+/-) at Consolidated Office (H-G):

X)

)]

AMPC Office Staffing

AMPC Facility Name/ZIP Code:
i Craft Noncareer PTFs Career
Current |  Proposed Current |  Proposed Current |  Proposed
ek L L | l l | _
Mail Processor L l l l { 1
Mail Handler [ ] ‘ ( T —l
EY L { | | | ( |
mPE l | | | [ |
Custodial L I l , T j
Other L l | I | L |
Total | ! [ | I L |
W LY L M) N) ©)
Total Current (J)+(L)+(N): Total Proposed (K)+(M)+(0):
P (@

Difference {+/-) at AMPC Facility (Q-P):

Total Personnel Impact (X+Y):

M

AMP Worksheet 5




Impact on EAS Personnel

I
Consolidated Office Name/ZIP Code:
EAS Staffing Positions Annual Workhours Annual Cost
Position/Level Current Proposed Current Proposed Current Proposed
[Total l l I l | |
(A) B) (&) D) (3] (@]
Position Gain/Loss (B-A) : Workhour Gain/Loss (D-C):
M) ™
Annual Savings/Cost (E-F):
)]
AMPC Facility Name/ZIP Code:
EAS Staffing Positions Annual Workhours Annual Cost
Position/Level Current Proposed Current Proposed Current Proposed
[ Total | L | l I l
©) H) (0] (@] K &)
Position Gain/Loss (H-G): Workhour Gain/Loss (J-1):
P @

Annual Savings/Cost (K-L):

Total EAS Personnel Gain/Loss
M + P

Total Annual Workhours Gain/Loss

Total Savings/Cost

R)

AMP Worksheet 6




FCM Service Commitments
Overnight and Two-Day Service Areas

AMPC Facility/ZIP Code:
Consolidated Office/ZIP Code:
Origin Dest. Overnight Two-Day
3-Digit 3-Digit Average Daily Average Daily Average Daily Average Daily
ZIP Code [| ZIP Code Volume (Pcs.) Volume (Pcs.) Volume (Pcs.) Volume (Pcs.)
or ADC or ADC Before AMP After AMP Before AMP After AMP
(1) 2) (3} ) (5) (6)
TOTAL*
(A) (B <) ()
OIN Change (+/) B-A: | |
2-D Change (+/-) D-C: 1

AMP Worksheet 7




Service Commitment

Other Classes

Negative Impacts: {YES)*
(Please check)

Express Mail
Priority Mail
Second-class Mail

Third-class Mail

Hoood

Fourth-class Mail

* Explain in detail, any "YES' response:

(NO)

oooo

Customer comments (Express, Priority, and 2C only):

AMP Worksheet 8
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